SCANNING

e Scanning is free
e  Touch your library card to the grey card reader.
e  Press the House button

e Choose the Email option on the screen. The system
sends the scanned documents to your email address
that you gave during registration. The system pro-
vides PDF files

Here you can set the followings: @
i »

e in which size and placement you g
would like to scan A

e If you set in the Merging option to
merge the pages, the system “collects” the scanned
pages until you choose the Finish merging button
in the Merging option. Then the system merges the
pages into one file and sends it to your email address
as one PDF file. You can check the completion on the
screen.

Tip: if you want to scan several pages,
it is worth to break the process after
every 15-20 pages and choose the
Finish merging button because some

' email systems does not manage large
files or supplements properly.

e Open the lid of the device.

e Place the document you would like to scan to the ar-
row at the upper right corner in the chosen placement
(horizontal/vertical)

e The scales on the top and on the right side help you
to determine the size of the document, so you can

change the size settings if it is needed.

e Close the lid.

If you scan from a thick book/journal, you do
not need to close the lid, just press the spine of
the book/journal down softly.

If you set everything properly, press the green
button to copy the document.

If the device finished scanning the page, you
can turn or change the document. The settings
will not change, you only need to press the
green button.

It is possible to put the document into the au-
tomatic document feeder. You can put only
undamaged, plain, foldless, loose pages in the
feed. Adjust the document to the middle with
the grey wings. The system merges the doc-
uments you loaded at once into one PDF file.

If you finished scanning, touch your library
card again to the grey card reader to sign out.

Green Tipp:
Protect the enviroment,
print on both sides!

COPYING
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